
SPECIAL COLLECTIONS AND ARCHIVES 

GEORGIA STATE UNIVERSITY LIBRARY 

 

DUPLICATION REQUEST FORM 

 

NOTICE:  WARNING CONCERNING COPYRIGHT RESTRICTIONS 

The copyright law of the United States (Title 17, U. S. Code) governs the making of photocopies or other reproductions 

of copyrighted material.  Under certain conditions specified in the law, libraries and archives are authorized to furnish a 

photocopy or other reproductions.  One of these specified conditions is that the photocopy or reproduction is not to be 

"used for any purpose other than private study, scholarship, or research."  If a user makes a request for, or later uses, a 

photocopy or reproduction for purposes in excess of "fair use," that user may be liable for copyright infringement.  This 

institution reserves the right to refuse to accept a copy order if, in its judgment, fulfillment of the order would involve 

violation of the copyright law. 

 

CONDITIONS 

 

1. Special Collections and Archives Department provides duplicates as an aid to private study, scholarship, or 

research. The department reserves the right to refuse duplication because of the physical condition of the 

material, restrictions on the material, or copyright laws.   

 

2. Payment must be received before orders will be processed. Payment will be accepted in the form of cash, 

check, money order, or credit card (online). Checks and money orders should be made payable to “GSU 

Library.” Inter-departmental payments may be made via account transfer.  

 

3. Proper acknowledgement shall be given for all materials used. We require that citations be written as 

follows: Special Collections and Archives, Georgia State University Library 

 

4. Permission is granted for one-time use and reproduction only; any subsequent or different use constitutes a 

reuse and must be applied for in writing. 

 

5. Materials which the Archives has obtained from other institutions or projects cannot be copied unless the 

researcher has obtained the permission of the original institution.  

 

6. Audio-visual content may not be altered or manipulated without special permission from the Special 

Collections and Archives Department, except for minor cropping, brightness, contrast adjustment and noise 

reduction.  

 

7. The Archives requests one complimentary copy of the published work in which the copies appear, when 

feasible. 

  

The requestor assumes all responsibility for complying with U.S. copyright restrictions applicable to these materials 

and agrees to indemnify and hold harmless the Board of Regents of the University System of Georgia, Georgia 

State University, and their officers and employees, from and against any claim for invasion of privacy, copyright 

infringement, or any other claims, suits, costs, and liabilities arising out of any use of the material copied.  

 

Date: ______________    Copies to be mailed: ______ (postage to be paid by researcher) 

 

Name (printed): _____________________________ Signature: ______________________________ 

 

Address: __________________________________________________________________________  

 

Telephone: _______________________    E-mail: _________________________________________ 

  



 

TYPE OF DUPLICATION REQUESTED 

 

� Photocopies/PDF  � Scans or photographic prints       � Audio/Visual reproduction 

 

Proposed use of materials:_______________________________________________________________________ 

 

 
Collection Name / Title 

 
Box / Call / 

Accession # 

 
Folder / Page # 

Scan Format 

(Tiff or Jpeg) 

 
Quantity 

 
Cost 

  
 

 
 

 

 

 

 

                 
   

 

 

 
 

 

 

 

 

 

                      

 

 

 

 
 

 

 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

                 
   

 

 

 
 

 

 

 

 

 

                      

 

 

 

 
 

 

 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

                      

 

 

 

 
 

 

 

 

 

 
 

 

 

 
 

 

 

 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 
 

Reference Person ___________     Total Due ________ (  ) Paid    

Copy Person ____________     Date paid______________ 

 

Fax the completed form to 404-413-2881 or mail it to: 

 

Georgia State University Library 

Special Collections and Archives 

100 Decatur Street, SE 

Atlanta, GA 30303-3202 

 


